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CONSIDERING LONG-TERM TRAINING?
ASK THE FOLLOWING QUESTIONS ...

1. What sets of skills and knowledges are needed? 5.

How can these skills and knowledges be
obtained?
Is long -terns training the best approach?

Where should the training take place?
What facilities or programs are available?
What facility or program will best meet agency
and individual training neeus?

2. How much will long-term training cost? 6. What will the nominee do after the training?
In terms of salary, travel, per diem, tuition,
books, etc.?
In terms of current mission accomplishment? 7. What should the training program consist of?

8. How will I keep in touch with the trainee?
3. I-low will I get the work done without the em-

ployee selected for long-term training?
Are there any spaces and funds available for How will I evaluate the results of long-term
replacements? training?

4. Whom should I nominate?
What are the eligibility requirements?
Do all eligible employees know about long-
term training opportunities?
Can I justify my nomination on the basis of
merit?
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INTRODUCTION

Each year a number of individuals with high potential for further growth and development
are selected by Federal agencies to attend educational programs of extended duration. These
programs are classified as long-term training, defined as training received by an employee on a
full-time basis for more than 120 days in either a Government or non-Government facility.

The Federal Government has used long-term training for many years. Prior to 1958, it usually
took the form of university courses of study for specialized scientific occupations. With the
passage of the Government Employees Training Act, the use of long-term training increased
and expanded to include the development of administrative and analytical abilities of mana-
gers and executives.

Although participation in long-term training is minimal in relation to total training efforts,
long-term training does represent a sizable investment in terms of manpower, cost and commit-
ment. This investment imposes a serious responsiJility on agency management to make the
most efficient use of this unique type of employee development.

This pamphlet is designed zo assist agency managers, supervisors, and training personnel in
planning for and using long-term training opportunities authorized under the Government Em-
ployees Training Act. It presents ideas and general guidance on the management of long-term
training. Also included is a listing of some current long-term training programs available to
Government employees.
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Using Long-Term Training

Long-term training, as a unique situation which maximizes the learning opportunity for selected
employees with high potential, may be viewed as an investment made in the future and
strength of an organization. it is one approach to enable employees to keep abreast of changes
and innovations in their occupational fields, learn new skills, or develop or improve abilities
needed in current or future positions. The value of long-term training lies in the benefits to be
derived from a concentrated learning program which not only develops and improves needed
skills and knowledges but also exposes the participant to new trends and research, fresh in-
sights, and the expertise of persons outside the public sertor.

The nature of long-term training as a substantial investment of both dollar and manpower re-
sources imposes a responsibility on agency management to give special attention to the use of
this resource. Agency managers, supervisors and training officers should all be involved in the
planning and use of long-term training to ensure that this resource is utilized in a manner
that will best benefit the agency in accomplishing its objectives.

Generally, long-term training should be used when:

1. The needed set of knowledges or skills requires a comprehensive study program which
could not be accomplished by a series of unconnected short-term courses.

2. The time span for acquisition of the knowledge or skill is such that a concentrated
long-term program is most feasible.

3. The set of knowledges or skills is so complex, so new or so unique that it could not be
readily obtained on a short-term basis from any a% ailable agency or interagency source
or from a non-Government source.

Often there is an understandable reluctance on the part of an organization to make maximum
use of long-term training opportunities. Costs of salary, travel and per diem, tuition, books, and
other related expenses incurred as a result of assigning an employee to long -term training can
be appreciable. In addition, provisions must be made for the staffing support necessary to
achieve objectives during the absence of the employee.

To overcome this problem, a special pool of manpower spaces and funds could be established
to support projected requirements for long-term training. Under this arrangement, spaces and
funds could be more effectively utilized and organizational unit: would not he forced to divert
current resources furnished for direct support of their missions to meet longer range training
requirements of this nature.

Identifying Training Needs

Manpower development planning begins with a systematic forecasting of overall organiza-
tional and manpower requirements. Agency managers should analyze. in one, two and five-
year increments, organizational growth, expected turnover, and the availability of talented peo-
ple to carry out the identified agency mission. This analysis can lead to a determination of
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future work performance requirements and the identification of training needs in terms of
skills and knowledges necessary to satisfy these requirements.

Reviews to determine training needs should consider agency program needs and also indi-
vidual employees' training needs as they relate to the agency's program objectives. Long range
as well as immediate needs should be identified and a relative priority assigned to each.

After the inventory of training needs is completed, the training officer should determine how
each training need can best be metby part-time, after-hours, short-term or long-term courses.
To assure that long-term training is only used in those instances where it is the most efficient
or only available means of achieving agency objectives, a justification for the choice should
be included in nominations of participants for long-term training.

Publicizing Opportunities

To assure that all qualified employees are considered for long-term training assignments and
that the best people are selected, agencies should develop mechanisms for making information
on long-term training opportunities available to all employees, supervisors, and managers.
Often, only those employees who learn of a specific opportunity and nominate themselves are
considered for a training assignment and other high potential employees arc overlooked. If
all supervisors and managers are made aware of the opportunities open to them to develop
their employees, identified training needs can be more effectively met.

Information on training opportunities should include a description including objectives of the
training, eligibility requirements and limitations and restrictions on the training, such as
agency man-year limitations, minimum years of service requirements and maximum time spent
in training limitations.

Some agencies publicize training opportunities by a memorandum sent to all field and head-
quarters managers. Others issue annual broad-range training announcements or special an-
nouncements on individual long-term training programs which are given widespread distribu-
tion and publicity. 1Vhatever method is used, manager., should be responsible for disseminating
this information to all employees and supervisors. Adequate publicity can help to assure equit-
able consideration of all employees and the proper use of the long-term training resource.

Selecting Participants

The selection of participants for long-term training is an ongoing process which involves ex-
tensive planning in relation to agency goals and to individual career development plans. To
assure that the best candidates are nominated and selected, selection procedures should be es-
tablished to include participation of supervisors, management officials (especially those at the
top of the organizational structure), training officers, and career counselors.
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Nominations for long-term training, whether made by individual supervisors or by a career de-
velopment committee, should include the following:

a statement of the training objective in terms of skills and knowledges to be acquired

a tentative training plan, including courses study or research projects, etc., and their
relationship to the training objective

a post-training utilization plan
a justification for choosing long-term training as the most efficient means of achieving

the stated objective
a statement that the nominee meets basic Federal Personnel Manual and agency eligi-

bility requirements, such as minimum number of years of continuous service, maximum
amount of time spent in training, etc.

Federal Personnel Manual 410, Subchapter 5-2, prohibits the training of an employee through
non-Government facilities for the purpose of filling a position by promotion if there is available
another employee of equal ability and suitability who is fully qualified for the position to be
filled. Because selections for long-term training, whether in a Government or non-Government
facility, usually result in increased opportunity for advancement and promotion, selections
should be made competitively. If merit selections are made, the possibility of complaints of
discrimination or preselection for resultant promotions can be avoided.

In the selection process, the following factors should be considered:

(1) The relevancy of the training to current and/or projected assignments in terms of
organizational requirements.

(2) The relevancy of the training to identified individual developmental needs.

(3) The timing of the long-term training assignment in relation to the candidate's past
work experience and management's assessment of career potential.

(4) Evidence of the candidate's ability and desire to successfully undertake and complete
a comprehensive long-term training program. This information could be obtained by
interviews, supervisory judgment, past self-development efforts, transcripts of previ-
ous training, etc.

(5) The candidate's commitment to the organization and.to the Federal Service.

(6) Basic merit principles providing equal opportunity to all eligible employees.

Nominations should be reviewed by a panel based on these factors. The makeup of the panel
might differ according to organizational structure but should include management officials,
supervisors, training officers, personnel management specialists, and career counselors. This
panel would be responsible for screening nominations, determining basic eligibility, ranking
candidates for consideration and making recommendations on selections. Final selection deci-
sions should be made by the agency manager, on the recommendation of the panel.
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Using Skills and Know ledges after Training

If an agency knows what its goals and priorities ale, if appropriate selections have been made,
and training objectives have been agreed upon, plans can easily be drawn up to use the newly
acquired skills and knowlcdges developed during the long-term training assignment.

Prior to the training assignment, a written plan should be prepared stating how the skills and
knowledges acquired will be utilized upon the employee's return. The plan might also include
a long-range projection of subsequent job possibilities. In all cases, there should be a direct rela-
tionship between the focus of the training and the utilization of the employee upon return towork.

Post-training utilization plans should include a description of what skills and knowlcdges will
he acquired through long-term training, how these will he applied in terms of added responsi-
bilities in the employee's current position or in future positions. what target positions are avail-
able to the employee immediately after the training assignment and in the future. and what
additional training will be needed for full performance in long-range target positions. Plans
might also include a statement of any agency plans for geographical reassignment or reloca-
tion. These plans should be drawn up in advance of training assignments so the employee will
have a definite idea of what position he is returning to and can tailor his studies to the specific
requirements of that position.

Planning the Training Program

Concurrent with the development of a utilization plan. the selected individual. with his super-
visor's assistance. should develop a written statement of the learning I thiCCtiVe inn terms of sig-
nificant skills and knowledgcs to be acquired and how these relate to identified training needs
and priorities. An objective stated la these terms is essential to determining the course of study
to be pursued.

After the objective is set, the employee and supervisor should develop, with the aid of training
personnel, a tentative list of courses and/or stud projects to he undertaken during the long-
term training assignment. A review of current catalogs from various colleges and universities
will aid in determining available curriculum, course content and prerequisites. and projected
costs for the training assignment. The initial training plan should he detailed enough to pro-
vide clear evidence of the value of the training to the agency but flexible enough to allow for
modifications after consultation with a faculty advisor. It should offer alternatives based on dif-
ferences in curriculum, availability of courses and special research projects. and admission re-

uiretnent s at various schools.

After a facility is selected. the study program plan should he finalized, with the help of a
faculty advisor. to include specific course offerings and the time frame in which they will he
taken. The plan should remain flexible enough to be modified according to changing work re-
(plitement s and priorities that the agency might exporitlwe dunitly, the employee's long-term
training assignment.
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Selecting a Training Facility

After the training objective has been defined and a tentative training program proposed, a
survey should be made of available resources for accomplishing the objectives of the training.
The first to be considered is any available Government facility. Several Federal agencies, in-
cluding the Department of State and the Department of Defense, have special, long-term train-
ing facilities available to their own employees and, by special arrangement, to employees of
other agencies.

If adequate training through a Government facility is not reasonably available, the full range
of non-Government sources should be explored. Long-term training programs which have
been developed with the special needs of Government in mind should receive primary consid-
eration. Some of these programs arc listed in the Appendix C. The principal criterion for
selection of a facility is the ability to meet the agency's training need effectively, economically,
and in a timely manner. Other factors to be considered are:

comparative cost

geographic accessibility

availability of special facilities (laboratories, libraries, etc.)

curriculum content (including prerequisites for the proposed study program and de-
gree requirements)

availability of training at a particular time or place as is needed.

Often the selection of a particular facility over others of comparable quality will be determined
by the opportunity it offers for the employee to be in contact with and participate in current
research being carried on in that institution which is significant to the agency mission. Many
agencies have established continuing relationships with institutions that have developed special
curriculum to meet agency needs.

Because long-term training should not he undertaken for the sole purpose of obtaining a degree,
facility chosen should be one which will allow the individual enough flexibility to tailor

studies to the learning objective rather than to degree requirements. Individual preferences
may be taken into consideration but should not be the deciding factor in the selection of a
training facility.

If an agency has had no previous experience with the facility, information on its competency
can he obtained from various sources:

(1) Other agencies whose employees have been trained at that facility.

(2) Individual employees or groups of employees who are experts in the field in which
the training is to be given.

(3) Professional groups.
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,te or national accrediting associations.

Department of Health, Education and Welfare, Office of Education.

Federal agencies arc prohibited by law from selecting training facilities that discriminate on
the basis of race, religion, color or national origin in admission or subsequent treatment of stu-
dents. In those cases where the facility selected discriminates t)11 the basis of sex, i.e., a nonco-
educati, institution, the agency must assure that there is no discrimination within the agency
in the selection of candidates resulting from the choice of such a facility.

Maintaining Contact

As part of the overall training and utilization plan, provisions should he made to maintain con-
tact with the employee (luring the training assignment Although the learning process is
strengthened by noninvolvement in daily work routines, a total lack of communication can
create anxieties about current agency occurrences and their impact on the employee.

A pre-training visit to the facility may be desirable to allow the individual and his supervisor
to consult with a faculty advisor on proposed courses, research, stud. projects and other ac-
tivities available to best achieve the stated training objective. Subsequent visits In the super-
visor or other officials can be made to discuss the training program. the employee's progress,
and any modifications that need to be made in the program. If the geographic location of the
facility makes personal visits impractical, written and telephone contacts should be made to
both the employee and the facility to ensure that the training objective is being met and to
make any necessary changes in the study program. Periodic contacts can al;o provide an on-
going evaluation of both the employee's progress and the value of the 14 mg-Lerm training
assignment.

Communications, whether agency or employee-initiated. need not focus entirely on the training
program. Persons in a training stains are still agency employees and ought to know of any sig-
nificant development at the agency that may be of interest or affect them. Some agencies keep
their long-term training participants aware of agency happenings by routinely sending them all
current agency issuances.

Evaluatir g the Results

To realize an appropriate return from the substantial investment required for each long-term
training assignment. agency management should devise a formal evaluation system which will
assess the impact of the training experience and identify areas where improvements arc needed.
A formal evaluation system should:

1. Determine the value of the training as it relates to the training objective and the agen-
cy mission.
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2. Ident if% new or improved skills demonstrated on the job by the participant.

3. Measure the degree to which new skills and knowledgc are being utilized.

4. Determine the competence of the facility in providing effective training.

I.valuati ins should be completed by the participant. his supervisor, the participant's advisor,
and training petsonnel at specified intervals.

During the training the participant. the supervisor and the participant's advisor at the training
facility should regularly review training objectives and progress in meeting these objectives.
Approximately one month after return to %cork, the employee should be asked for narrative
comments on the f lowing:

1. If the stated objective of the training was met.

2. What new skills and knowledges were acquired.

3. How the new skills and knowledges are twin- on the job if the are not being
utilized. a description of the factors preventing- full utilization) .

4. If the study program met needs and expectations in relation to the stated objective and
to the individual's career development.

5. What types of contacts were maintained. If they were self or agency-initiatecl; about
the study program or job-related matters; meaningful and useful. )

6. How the training could have been improved.

'. If the skills and knowledges could have been Ibtained in some other way to equal or
better adyanta"e and at less to-4,4 to the agency.

8. If the employee would recommend continued use of that facility.

Si x months after the employee's return. the current ,uperykor should he asked to evaluate jolt
performance to assess the effectiveness of the training received and its applicability to the cur-
rent job assignment.

After these evaluations are completed. the training officer should use the individual assessments
of the training to analyze the value of the specific training,. The training- officer should
also provide feedback to the facility aced on the ageny evaluation of the effeetiyenes.: of the
training provided. EN ablation: 'both employee and super..;sf.r) of all such training should serve
as the basis for training officer proposals to top management on the continued use of long-term
training to meet agency objectives.

Evaluations of the utilization of skills and knowledges acquired during the training assin-
mem should be completed by the employee and the supervisor at six-month. one and two-year
intervals.

Agency management should use these evaluations and the recommendations of the training
f.tlicer to set future print hies and investment levels ft' long-term training and to determine
future development and utilization of the participant.
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Maintaining Records

In order to provide a hasi4 for determining the value of a training. assignment and the future
use of this resource, records should be kept on each long-term training participant. In addi-
tion to the information required to h submitted on long-term II . Standard Form 111.
.ppendix agencies should document all information alp)ut long-term training partici-
pants that c ill assist them in evaluating the long-term training, zissigo-oent. A suggested for-
mat ftir recording information on long-term training is shown in .1ppendix B.
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STEPS IN THE MANAGEMENT OF LONG-TERM TRAINING

1. Top management determines training needs and 9. .1 raining Office submits plan and application to
priorities and sets total hing-term training invest- facilits directly or through sponstiling unit to
ment level. facility for admission. Arranges for payment of

tuition, fees, travel, etc.
2. Training (Mit e publicizes longterm training

()ppm tunnies to all managers. supervisors and 10. Emplovee and supervisor consult with a faculty
viiiplosees at a time eat I% enough to allow for ads isor to finalize training plan.
widesptead dissemination of information.

11. Supervisor and employee establish system for

3. Supervisor and employee desebbp tentative train- maintaining comact during training.
ing plan and post-training utilization plan.

12. Employee, supers isor and faculty advisor peri
.1. Supervisor (or career deselipment committee) odhalls alnare training igrain oiding to

nominates emploseeS. stated ti aining objective.

5. Sf.'ItaillT1 panel re% let.

.1)1111111ell41.161)11%.

nominations and makes

6. \genes head makes final decision based on panel
I c ommendatiinK

7. Ttaining ()lb notifies slipeis isois and (midi-
chic s n1 selec in made.

8, Training Office reviews nominee's training and
utilization plan and tcommends facility to be
used.

13. l'pon emplosee's return. employee and supervisor
esaluate training assignment and 1)0st-training

11. I ',lining (Mile anakzes e5 'nations. pro% ides

feedback to facility and mommends future
training investments and further development of
long-term training participant.
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APPENDIX A
TRAINING REPORT
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(Public Law 85-507)
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.1.1)PEN111X

RECORD OF LONG-TERM TRAINING

NAME

r.'t ".-.1 ON s"-. - E

PA TE OF 1311-t ti y Ai-q. OF FEDERAL
;I_RVIC.E

r- - !cspj TITLE SEPIF.S. GRADE

r;UREFi \.t-.SO.R"-, NAM:. AN:` 7. Tt L Er'ttONt NuMEIEti

. .

2:ESCRIPTtON C' At lIME O A`,1S1...NYE.N T PAINING

.._;B .1 Es: Trs;E:

I Fi-.jA st- CL. t Elt-OM t4AiNITsr,

NOMINATE !: fl Y

71;AININ. FA IL' T

E--ployee Supervisor Career Plan

FROM
F-.:RIOD OF TRAININn

!C- N ",EL.E:c TIQN COST

Salary
Benefits
Academic Fees
Travel and Per Diem
Other
Total

........

TRAINtNG PROGRAM IATTAcH scHEDuLE OF COu1-4SES, TRANSCRIPTS. ETC.1

REL A TIONSHIfl (' TRAININe; TO CURRENT OR PROJECTED DUTIES

. _

POST-TRAINING u Tit. 7 A T.oN +ATTACH uTILI:.ATIoN PLANt
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APPENDIX C. SELECTED LONG-TERM TRAINING PROGRAMS

Included in this appendix are various special, broad-based programs designed to meet the needs
of mid-careerists preparing. to assmne high-level iakiiu and management responsibili-
ties. Some ttf thew prograrn are valtiable resources NN alzeneie; Nvill want to consider as
they plan and implement executive development programs under the ( klidelines for Executive
Development FPM Letter 412-1, dated October 8.1971 This is by no means an exhaustive
list of all of the long-term training opportunities authorized under the Government Employees
Training Act.

In addition to those listed are two programs sponsored by individual agencies primarily for
their own emplo.ees. Tlw Department of State offers long-term training, to its ;N employees
and. by special arrangement. to employees of other agencies through the Foreign Service Insti-
tute. in the fields of fl,reign affairs. economic training, language studies, and area and country
studies. Nit » mat ion ma% be obtained b contacting the Office of the Registrar. Foreign Service
Institute. Department of State. Washin-zton. D.C. 25(1. Special programs are also sponsored
by the Department of Defense primarily for military mph ees. such as the National War Col-
lege. the Naval War College. the Industrial College I if the Armed F trees, till the Armed Forces
Staff College. Information on these prIlgrams can he obtained from the Offire of the Assistant
Secretary of Defense. Manpower and Reserve Affairs. Pentagon, Washington. D.C. 2031)1.

Many universities offer specialized training for careerists in the public sector in their regular
graduate degree pn,grams. There are also long-term training programs arranged by agencies
for their own employees designed to meet specific agency needs Informatifm lin these long-
term training opportunities may be obtained through individual agency training offices.

The Alfred P. Sloan Fellows Program

Sponsor: Ma,..ttint,etts 1n,titute of Trchno1ocry

Location: iIu.tn School of Managemt. Cambridge. Niassakhusetts

Duration: weke nnith, June to June

'Impose of the l'rogrant:

The Allit(1 1'. slum' Fllmv, tit ,it4nc.t1 fur :t 111111ttit numbr 01 competent Noting tni%es
1%110,e witlfort tilt in to thy pot.....t.tm Itecau.c. then 111 l lotinant e tilt tilt lob intlitatc., semot man-
.t...ttioriu pot( ui ti I ht.,e s'run 1.t110%, ,pentl t,1..1 month, uith t11t \1.1:1 isicult% tot; with 1,114%111.'1,in.
ill If !tills( .111d ( i\ ti) ,tuft, the theta % ;Ina 111.1( And ("111}1111)1e 111;t11.1t;elltent tie( i
,i1 III 1.11/il11\ mgit%.

Plogram:
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111,( selut I .1)1 1.1111k itithd 11t11111et11 tit )110"t slupe .111(1 st11)%1 It ,tiltilti,111.111,1111%e 1%10 I% it the lilt



The summer term provides the foundation of knowledge on which the fall and sifting terms continue to
build. It is an intidue tion to fundamental management and economic problems. methods of analysis antc
concepts of accountability and control. and it also includes an intnsiye oneweek laboratory in group cb-
namics. In the fall and spring terms, most of the work is directl or indirectly concerned with management
and administration.

Qualifications and Selection of Nominees:

There is no rigid requirement of a particular educational or industrial background for paiticipation in
the program. Individuals with both technical and non-technical bat kgtnunds may be nominated. Nominees
should have completed a four-Year course leading to a bachelor's degree in a recognised college or uniyeisitY.
Academic experience and record must be of a type and quality- indicating ability to profit from study and
discussion at an advanced level. Nominees should have from five to ten years of experience after completing
their academic education. Some part of this experience should indicate the applicant's ability to cam mana-
gerial. as contrasted with purely technical, responsibilities. Nominees are usually. at grade leYel GS-1.1 and
above.

Candidates are nominated by American and foreign companies. both large and small, as well as by
Government agencies. Participants are selected by on a competitive basis, not more than fifty a sear.
Applications should be received by M.I.T. prior to March 1.

Information: Executive Programs
Sloan School of Management
Massachusetts Institute of Technology
50 Memorial Drive
Cambridge, Massachusetts 02139

Education for Public Management Program

Sponsor: United States Civil Service Commission

Duration: One academic year

Purpose of the Program:

EPM ploy ides for a ninemonth residential academic rperiente at one of nine partkipating universities.
It is designed to serge the naitung and deYelopment needs nI hulk iduals %y ht, ate at midlai eer and who haye
liven carefully- identified by their agent it as having the talent and potential to a..utuc iut leasing responsi-
bilities in the overall direction 01 agency programs and polio its.

The emphasis is on academic programs which meet the needs of the intik iduat and the emplo% ing agen
cv in areas nt management pt04esses and methods and subjec is !elated to the mission cot the agency. !lotion!.
the pingiam is aimed at bent.' mastery and understanding of how to identik and achiew omani/At lona] goals.
mnbili/e and all(); ite resonit es. and esaluate results. I his int lodes the nppnt tunic. to explore broader di
!pensions of organi/atinnal auk its. to improve interdist ilinat% ( t' 01 decision making and 14) look
toward future otganiiational directions.

EPM is no: designed to be a degree program and should not be undertaken fur the sole ;impose Of
obtaining a degree. The inogram pin% ides a unique t,pi atmttity tt, use university !levant( t. flexi1 1s to learn
in a way that in mime, inch% idual (are development. 04( Ashman% thew learning ptogrants ma\ lead to.
ward a &glee but tnilv \viten there is a I lar consistency IN tx% ern the indkidnart atrt des elnputmt plans.
agency needs and the degree requirements of the particular univetsitv.
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The Program:

The following universities cooperate with the U.S. Civil Service Commission and sponsoring agencies in
the Education for Public Management program: Cornell. Harvard, Indiana, Massachusetts Institute of Tech-
nology, Princeton, Stanford, University of Southern California, University of Virginia, Univer-
sit!. of Washington.

Each participating university has an Ent program Askew, a full-time fat alts nienif.e. who phis ides
aid to vatic ipants in their program planning. The ads ism- also selves as the liaison with agents manage-
Mlt and the U.S. Ciil Service Commission.

Each unkersitv pros ides a core seminar for EPM participants which brings them together to focus
on common issues in public affairs and administration. The seminar also pros ides for a meeting place to ex-
change ideas and thaw on the experience of mature and successful men and women in government.

The participating tniiersities have arranged for midcareeriits to be admitted and take courses without
regard for many of the usual academic prerequisites. Courses usually can be taken on either an audit or a
credit basis.

A variety if other deselpmental activities are planned for EPM participants. such as occasional field
trios and stet, 1.t1 essions %Isiting sc finials and public officials. Theme are luncheons. social activities and
fi, stfth1l, .t:1! 1'11 spll:t.

Q11,116.16)11'. i'it'llt(11111 Ntarlitt,e%;

f)1 ipation in the 111)N1 plogram are made to tin .S. Civil Sershe Commission by
officials of the emploing 6'14111111cm, or agent ieN earls in the pear. selfnominaiiinis or nominations by offi-
cials of suunits t,f depaitments of agcncics cannot be accepted. An indhidual considered for nomination
should:

have a minimum of five years civilian service.

be in the (SI2 to range. Nominations will be considered for outstanding GS--1 l's an GS-
15's who might profit from a uni ersity study experience.

have an ability to reason in the abstract, and organise and articulate ideas.

Information: Office of Career Development Programs
Training Assistance Division
Bureau of Training. Room 76-17
I..s. Civil Service Commission
Washington, 1).C. 20.115

(202-632-7622)

Education Program for Federal Officials at Mid-Career

Sponsor: Prim cum University

Location: Woodrow Wilson School of Public and International Affairs, Princeton, New ersey

Duration: One academic sear from approximately September 1 to June 1

Purpose of the Program:
The vooiltoxs. w 1st ni tit hoi f Pi inceton 'lli%ersit% has de% eloped a polgrain of mid eareer education

for a small group ol public set Sams who have demonstrated high competence and unusual promise.

In public attains and public administration. thefe is both the ptoblem of obsolete knowledge and the
need to fill significant gaps in the basic understanding of persons mos ing up the ladder of iesponsibilits horn
telathel% spec iali/ed thits to the handling of broader con«.pts and issues.

The Woenho W ikon St his 11 is stalled and ot ganired enable mitt career officials to enlarge their
knowledge in pm tie ilia!'tlistiplines. to relate their fields of spec Ian/Mini! to the !aide' «um% of Gocrii
went, and to sharpen their eaparitY for objecthe analysis of gottimental problems.
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The Program:

In planning the educational program. the midcareer wiff he free to choose from a wide andvaried set of courses and seminais Special ateas of program interest are: International ztflairs: American for-
eign policy and national secuiity affairs; economic growth and political changes: tit ban affairs: and economicsand public policy.

The formal courses. seminars, and polity workshops are supplemented by shorter policy conferences fromtime to time with scholars from the himeton 1a ulty and expel kilted administrators from Federal, State,and local gmernments analysing current and emerging problems of public policy.
The program of each midcareer official k flamed by the individual, after consultation with membersof the school's tat it% to 1110.1 the individual's career needs. No spec the seminars or courses ate required: the

choice of courses is the individual's own. Each mid-caree official is encouraged to take those seminars which
will Wither caleer doelopment. or to take less formal work and to dig deeply thnigh independent read-ing. inquir. and obserNation into those problems of the public serN ice with which the individual isespecialk concerned.

In addition, the school will normally expect that each mid-careerist will undertake a thoughtful essay.It is the purpose of this writing exercise to help the mid-caret-1W sharpen a lotus of thinking. to bring tobeat (nt the essa% some of the imp( trtant ingredients of previous experience, work at the school, and the indi-idual's own imagination and analytical powers.

Qualifications and Selection of Nominees:

Nominees ale expected to he persims of prA en accomplishment whose agencies. by endorsing theirapplication. manifest belief that they are reach for policy making and managetial positions near the top of theFederal career smite. 'Norman% nominees will hae :tc !neve(' a position of at least the Nomi-nees must he eager to In their outlook beyond that of a particular specialts or hulk Mind agent% inprpaiation for undertaking larger and more comilex responsibilities in the publit Novice.
Agencies ate requested to submit nominations to Woodrow Wilson &burl prior to February 1, in order

that selections in Princeton may be announced on or about March 15.

information: Director of the Mid-Creer Program
Woodrow XVilson School
Princeton University
Princeton, New Jersey 08540

Federal Executive Fellowship

Sponsor: Brookings Institution

Location: 1vashinoon. D.C.

Duration: Thr lemIth of the fellowship will be determined by the candidate, the sponsoring agency, and
Blookings. based upon the nature and scope of the !imposed project. Usually, fellowship ap-
pintments are made for the duration of one Near.

Purpose of the Program:

The plogram has two basic purpses: (I) to nutcase the knowledge. proficiency. and skill of senior civil
servants: and t=i pttnit government executives to make research contributions to public policy issues.

The Program:

One or two fellowships are available each year for those who would like to have a learning experience
in the educational activities conducted by Brookings under the Achanced Stud% hog-tam. In this program.
the fellow dill he epostd to and pattniate in the planning. deN elopment. and conduct 01 edmational con-
femme, on public polity issues for leaders in public and private life.
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The fellowship offers an unusual opportunity for independent research and study. The program is
basic-ally unstructuted, io order to pro% ide each fellow maximum freedom to pursue a study project. No
formal series of seminal+ o courses is pro% hied. however. fellows are ailorded opportunities to attend and
participate in mulct etic es and seminars scheduled by the Institution. Fellows also have an ess to Brookings
stall members On an indiv idual basis fur guidance during their research. Periodic meetings of the fellows are
held to provide an opportunity to rq.ort on progress and problems and to expose the fellows to some of the
work in progress at Brookings.

Qualifications and Selection of Nominees:

Executives nominated should have a inittytin of ten rears of career service and a demonstrated ca-
pacin for independent research. Each candidate must submit a plan for proposed research. Projects should
be in the fields of Brookings research activities (economics. gmernment. or foreign police) and should be of
such scope as to 'quire from six to twelve months of research and to result in useful reports. articles, mono-
graphs, or hooks.

Prospective fellows must be nominated by their agencies. Federal agencies are expected to pay the
salaries of the fellows during their fellowships. Agencies ma% pay salaries of fellows under the Government
Emplmees Training Act. State and local government employees arc also eligible. if the sponsoring agency
has authority to pay their salaries. and living expenses if required, during the fellowship.

Nominations. accompanied by completed application forms and research plans. are accepted on a con-
tinuing basis. Fellowships mac begin at any time to suit the schedule of the individual and the agency.

I nfinmat ion: Director, Advanced Study Program
The Brootings Institution
1775 Massachusetts Avenue. N.W.
Washington, D.C. 20036

Fellowship in Congressional Operations for Executives

Sponsor: U.S. Civil Service Commission

Location: IVashington. D.C.

Duration: One year

Purpose of the Program:
This Fellowship is designed to provide an opportunity for some of the most promising young Federal

executives to acquire a thotough understanding of congressional operations.

The Program:

Persons selected will participate in a variety of assignments designed to develop their knowledge and
understanding of «mgresanal operations. s Fellows ho executive agencies. they will share activities with
other members of the Congressional Fellowship Program who «nue timitk tram journalism. law, and college
teaching. These ac tivities include:

(a) Attendance at an intensive and comprehensive Orientation Program on the legislative branch con-
ducted by the American Political Science Association in preparation for later work assignments.

(19 1:1111-time work assignments in the offices of Congressmen and Senators and with stall members of
congressional committees.

(c) Participation in weekly seminar meetings with leading congressional. governmental and academic
figures.

From these and other planned experiences, Fellows will be expected to gain:

(a) 1 borough knowledge of the organization of Congress.

(b) well-balanced understanding of the legislative pox es. and the factors and forces which influence
it.
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(c) Some congressional perspect is e of national objectives and executive branch operations.
(d) A sound wasp of the scope and satiety of

the total pl a Ke,s gosernment.

Qualifications and Selection of Nominees:

Nominees for this 1ellowship .114 miti be career emplosees in grade range GS-.12 through GSl( or
equisalent. Each of them should be in a manage' ial or exc.' Luise ixAition, or he likely to he assigned to mullp,,,ittohs in the Willie. Pt etereme i. givil th who ate taking pact in an agent , own eet Ink e de
selopment program. Nominations should he completed and all inbirmation incised by the General Man-
agement 1 raining Center, Bateau of Training, Civil Service Commission, by May 1.

tongressinal tcslxmsibilities and their relationship to

Information: General Management Training Center
Bureau of Training
Room 201
U.S. Civil Service Commission
1100 17th Street N.W.
Washington, D.C. 20036

Maxwell Mid-Career Development Program

Sponsor: S% ro Use University

Location: Maxwell Graduate School of Citizership and Public Affairs. Syracuse, New York
Duration: One or more academic terms

Purpose of the Program:

The Mid-Career Deselopment Program has been designed to increase the managerial knowledge. ability,
and skills of experienced government officials mho have been identified by their agent icy as having potential
for advancement to higher positions demanding -irogtessively greater managerial and executive responsibilities.

The Program:

Participants in the program will normalb. take four or rise setnesteriong courses. Two courses are
squired:

T 'le Mid-Career Training Group

*1.1 is course meets for a full week print to the beginning of the semester, and weekly thereafter, The group
plus ides an 01)11)1th/ins fin. inidqaleel Isis t itli (tniclunt bac kgtounds it) exchange ptolessional experience
and aspitations. to pros ide feedback molding the c uncut learning experience, and to plan programs of
individual and gutty study.

The Executive Action Course

Prior to art ival on the campus, each trainee will have completed a personal "inventory of learning needs"
which will pt.( wide impttant guidance in shaping the execntise action course. '1 he 'impose of the course is
to bring togethei in' girth apploac lies to management with the actual pt oblems and pi:unit.. of the agenc44.4,4100.,./..
represented in the mid-cater ptogtam."1 he topics to be «Acted. the 'anise amount of tinw spent on emir:"
awl the tihniques with which the iopits will he handled will he determined b the Mid-Gucci Training
Gtoup and its faculty facilitator.

Beyond these two basic seminars, participants di e emcmraged to avail themselves of the full resources
of the 1 'ffisetsitv. and will he assisted by a faculty facilitator in assuring that the program meets their needs.

The sponsoring agemv may wish to require certain ctimses or emphases. or even specify that a special
minar he instituted ha its people. I lowesel. most of the responsibility lot the !valuing model will he left

ti the individual.
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Qualifications and Selection of Nominees:

While the plogtatii is conducted on a graduate les el commensurate with the %Lind:lids of the Maxwell
school. no tititletgtathiate degtee is required for !hock ipition.

Genera 11Y. those cilosen have significant tesponsible administrative experience, and have been in
grades Gs--i3 through Equally high polormance has been at hiesed Ir both getteralist administrators
and those with ptedominamls tethnicil eXIWI letlas 1)1 it a. to participation.

Applications are accepted on a continuing basis.

Information: Maxt,c11 Training and Development Programs
Continuing Education Center 1(4- the Public Service
109 Roney Lane
Syracuse, New York 13210

Practicing Engineer Advanced Study Program

Sponsor: Massachusetts Institute of Technology

Location: I lw \1.1. 1. Center for Advanced Engineering Study, Cambridge, Massachusetts.

Duration: One ut mint academic terms: the total period spent bY an individual in the Ptogram will depend
on his objectises. !lows er, fur most participants two terms are recommended.

Purpose of Program:

The Practit ing Engineer Adsanced Study Program enables experienced engineers and applied scientists
to work in depth in teditioloi.tic al areas pertinent to their Inofessions.1 he plogtam plus ides an opportunity
for key pty pie from industrs government. and education to broaden and deepen their technical competence,
to prepare fur continued leActship in an age of unparalleled technological change.

The Program:

The entire spectrum of M.I.T. activities is made available: undergraduate and graduate subjects, semi-
nars. colloquia. and research. lhe Center offers, in addition. special subjetts and seminars open only to par-
ticipants enrolled in the Practicing Engineer Advanced study Program.

The lot mat of the Program is one of great flexibility. Fath Fellow works out an individual program in
consultation with M.I.T. tit 111(V. Some paUtidp:Mt (arty a substantial load of foitual dit%sroom subjects.
Others delse deeply into tesearth frontiers. following and digesting emerging technology and evaluating its
relevant e to their home organiiations.

The Center fot Advanced Engineering Stitch. conducts weekly seminars during the fall and spring terms,
designed to atcpuitit the ellows with important emerging fields or new developments.

A (militate is awarded following satisfmtoty completion of the Progtam. Grades will be recorded for
those . sublet!, that are taken for credit.

Qualifications anti Selection of Nominees:

1 he ptimars teciiiisites for admission to the Ptogram are several years of ptofessional ext)erietue, a
mold of past pi ofessional accomplishment. evidence of set ion, intent. intellectual maturity. and the technical
bac kgt mind ticcdt d for p.ut t icipation its tegular MA T. subject, and other stholarlY activities of N1.1.1 .

Selection critetia will include: the televance of the program which the candidate In-01$he% to 10110W
while at N1.1.1 . to the candidate', !nwt!! background And tesponsibilitte, and Intire responsibilities at
the home tit ganiratitatt.

Applit.itith for the fall term %1M111(1 be recessed before July 1: for the spring term before December
I. lot the summer term before Mauh I.

information: Center for Advanced Engineering Studs'
Massachusetts Institute of 1 et Imology
Cambridge. Massachusetts 02139
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The Science and Technology Fellowship Program

Sponsor: U.S. Department of Commerce

Duration: Ten months. September to June

Purpose of the Program:

The Commerce Science Fellows are brought together for the study of national and international issues
related to the development and application of science and technolog%. The ComSd program endeavors to
build a dearer understanding of the followirv:

the criteria for choice among scientific and technical programs:

the economics of fiscal policy and the budget for science in Government:

technological innovation as an element in the nation's economic growth;

scientific manpower as a problem of national policy:

the role of higher management in decisions on technical programs:

science and technology in world affairs; and

the organization of scientific activities in the Federal Government.

The Program:

By combining an intensive educational and orientation program with actual work assignments, the
ContSci program fosters greater awareness of the technical activities and problems existing in other agencies
of the go sernment. thettb. iding inciti%atioo and encouragement for the dtAclopment of cooperative
endeavors and programs.

The program includes a variet of special esents. let !MEN seminars, skits. conferences, field trips. and
interactions with key people from both the public and pi hate sectors. Participants will spend one week on
Capitol Ilill in an intensive congressional orientation. one week with the Brookings Institute. Science Policy
Conference and take two weeklong field trips for onsight inspection of scientific institutions and industrial
complexes.

Qualifications and Selection of Nominees:

Each sear fourteen to sixteen nominees arc accepted to tin program. largely hum bureaus of the Depart-
ment Of Commenc. although Commerce welcomes limit& outside participation. Candidates ate nominated
by their institute directors. through the bureau chief to the Assistant Secretary of Commerce for Sc knee
and .reclmoloto. lime program is primarily for scientists grade (a--I I and above although hawsers and econo-
mists have benefitted. Nominations should be made before June 15, starting about April IS.

Information:
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The Stanford -Sloan Program

Sponsor: stantord Unkersity

Location: (:taduat School of Business. Stanfoid, California

Duration: \ Me months

Purpose of the Program:

The StanfnrdSloan Program is designed to give exception:11k able toting e\etiti(N an opportunity to
make an intenske studs of new concepts and dewhipments in business. to clod( p a top management per-
Spet tiVe. and to broaden their intellectual horizons.

The Stantord.sloan ogi ain stresses the following specific objectives:

io develop a better understanding of the economic, social. and political environment of business:

to dexelop a toRmanagement perspective, an aptitude for consider ing problems from the viewpoint
of the entire organization:

to dclelip managerial skills and techniques and a breadth of vision beyond the scope of the em-
plot cc's own area of activity;

to provide the opportunity for practical operating executives to study under the guidance of out-
standing professors:

to develop increased competence in particular areas of specialization through individual research
and extensive directed reading.

The Program:

The course of studs is built around the basic processes of management. planning. organizing, coordinat-
ing. motivating. and condoning. Attention is gi% en to both the internal and external environmental prob-
lems of the ofg.tnizatitin. Feat to es of the program hide: study and development: special top-
man.l...tement setninats: rewarch experience: small group seminars: and field trips.

Although the Fellows follow a common course of study. many elective subjects are available through-
out the unkrsit% for those desir ing to take a limited amount of special work in a particular field of interest.

Approximatel% two-thirds of the Fellows' time is petit in regular program seminars. with the other
thud in their time being (Incited to directed reading, to indi%idual research, to field trips, and to supple-
mental% t out se wot k.

Qualifications and Selection of Nominees:

Nimonce, artist hm the lull endowwient of the lop management of their activities. They must have a
bachelor's degree horn an accredited college on unit ersit%. and they should has e had approximatek ten sears
of work experience. This experience should lwe shown eidtine of managerial capabilit phis denionstiated
pnential lit ad% anti mm to high-lewl managetial assignments. \initially the nominee will be at GS-14
or ;Mote.

tcplit.itions it n admission should be filed as early as possible. Decisions on applications will be made
alter Apt il

11114)1mation: Director. the StanfinliSloan Program
Graduate School of Business
Stanfc,rd I'tthersity
Stanford. California 9.1301
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